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Preface

The federal government purchases more supplies and materials than any other entity in the
world and confronts the enormous challenge of disposing of excess and surplus personal
property on a continuous basis. Effective, efficient utilization and disposal of government-
owned personal property is one of the most important phases in the Federal Personal Prop-
erty Management Program (hereinafter referred to as “the Program™), as mandated inTitle
40, USC Public Buildings, Property, and Works, Chapter 5 (40 USC 501 et. seq.).

The Federal Management Regulation (FMR), Subchapter B-Personal Property 41 Code of
Federal Regulations [CFR] 102-36, requires that executive agencies to the maximum ex-
tent practicable fill requirements for personal property by using existing agency property
or by obtaining excess property from other federal agencies in lieu of new procurements.
As aresult, federal property managers save millions of taxpayer dollars each year by
acquiring and using excess personal property.

The Program is one of the largest property-management programs in the federal govern-
ment. This program includes the following:

e Internal screening and reassignment of excess property to other activities within
afederal agency where such property is no longer required for the purposes of
the appropriation used to make the purchase.

e Utilization of excess personal property under the control of any federal agency by other
federal agencies when such property is no longer required for the needs of the agency
(in possession of the property), as determined by the agency head or designee.

° Donation of excess personal property no longer required by federal agencies and
designated as surplus by GSA.

e  Sale of surplus property not selected for donation, with options including pro-
ceeds being shared by the owning agency and GSA.

. Abandonment or destruction of government-owned personal property that either
has no value or the estimated cost of its continued care and handling exceeds the
estimated proceeds from sale.

This publication serves as an index and quick-reference guide as it relates to personal
property management provisions in the FMR and the Federal Property Management Regula-
tion (FPMR).This guide is provided to assist individuals who directly or indirectly acquire,
reassign, utilize, donate, sell or otherwise dispose of personal property within their respec-
tive federal agencies. This guide is not all-inclusive, and users are encouraged to refer to the
cited regulations as referenced for more detailed and comprehensive coverage of specific
personal property disposal policies and procedures.

If you have questions regarding topics found in this guide, contact your respective GSA
Regional Personal Property Management Office at www.gsa.gov/ppmo or Area Property
Officer (APQO) at www.gsa.gov/apo .

Note: Use of the pronoun "“you” (or its variant as in the word “your”) in this guide refers to
your respective agency.



Utilization and Disposal Terminology

The following definitions are provided for terms most frequently used throughout the program:

Acquisition Cost-The original cost to the government of an item of personal property
as itis recorded in the financial and accounting records of the holding agency.

Activity Address Code (AAC) - A distinct six-position alphanumeric code assigned to
identify specific units, activities, or organizations that have the authority to requisition
and receive excess or surplus property.

Area Property Officer (APO) - APOs are GSA field representatives with assigned
geographic areas within the United States and its territories. APOs assist federal agen-
cies, nonfederal recipients and State Agencies for Surplus Property (SASPs) with the
screening, acquisition, donation and sale of property.

Demilitarization —The act of destroying the military capabilities inherent in certain
types of equipment or material. Such destruction may include deep-sea dumping, mutila-
tion, cutting, crushing, scrapping, melting, burning or alteration so as to prevent the
further use of the item for its originally intended purpose.

Disposal -The processes that will result in the removal of personal property from official
records by the transfer, donation or sale of usable excess and surplus property and the aban-
donment or destruction (or other actions) of non-usable property. (See 41 CFR 102-37.290.)

Donation - Refers to transfers of property under the Federal Surplus Personal Property Dona-
tion Program, whereby surplus property can be donated to state and local government agen-
cies, municipal organizations and eligible nonprofit organizations through the appropriate State
Agency for Surplus Property (SASP). (See definition of “surplus personal property.”) Surplus
property may also be transferred to public airports if the Department of Transportation (DOT)
considers the property appropriate for airport purposes and GSA approves the donation.

Educational institution — An approved, accredited, or licensed public or nonprofit in-
stitution, facility, entity or organization conducting educational programs or research for
educational purposes, such as a child care center, school, college, university, school for
the mentally or physically disabled, or an educational radio or television station.

Excess Personal Property — Any personal property under the control of any federal
agency that is no longer required for that agency’s needs, as determined by the agency
head or designee.

Exchange/Sale Property — Non-excess items that are authorized to be exchanged or
to be sold, with the exchange allowance or proceeds of sale to be used in whole or part
payment for purchase of similar items.

Federal Recipient - Any executive agency or any establishment in the legislative or
judicial branch of the government (except the Senate, the House of Representatives, and
the Architect of the Capitol and any activities under his/her direction).

GSA AuctionsS" - GSA's website to offer personal property sales to the general public. For
information on GSA Auctions, visit www.gsaauctions.gov.



GSAXcess®-GSA's website for reporting, searching and selecting excess personal
property. For information on using GSAXcess®, visit www.gsaxcess.gov.

Line Item - A single line entry on a property report that indicates a quantity of personal prop-
erty located at any one activity having the same description, condition code and unit cost.

MILSTRIP - Military Standard Requisitioning and Issue Procedures (as set forth in
DoD 4000.25-1-M).

MySales - GSA’s website for reporting activities to review their property reported to
GSA for sales.

National Utilization Officer (NUO) - An agency designated property management of-
ficial whose duties consist of broad responsibilities related to the utilization of property.
Additionally, NUOs provide approval for access to GSAXcess® to users within their
respective federal agencies, nonfederal recipients and contractor employees.

Nonfederal Agency - An activity that receives excess property through a federal spon-
sor that is neither a federal agency nor a donee (e.g., Bureau of Indian Affairs and the
Department of Health and Human Services’ Indian Health Service).

Nonprofit — An organization not organized for profit and exempt from federal income tax
under section 501 of the Internal Revenue Code (26 U.S.C. 501).

Personal Property — Any property, except real property (buildings and land). The term
excludes records of the federal government, and naval vessels of the following catego-
ries: battleships, cruisers, aircraft carriers, destroyers and submarines.

Public agency — Any state, or political subdivision thereof, including: any unit of local
government or economic development district; any department, agency, or instrumental-
ity thereof, including instrumentalities created by compact or other agreement between
states or political subdivisions; multijurisdictional sub-state districts established by or
pursuant to state law; or any Indian tribe, band, group, pueblo, or community located on a
state reservation.

School (except schools for the mentally or physically disabled)— A public or nonprofit approved
or accredited organizational entity devoted primarily to approved academic, vocational or
professional study and instruction, that operates primarily for educational purposes on a full-
time basis for a minimum school year and employs a full-time staff of qualified instructors.

State Agency for Surplus Property (SASP) -The agency designated under state law
to receive federal surplus personal property for distribution to eligible donees within the
state as provided for in 40 USC 549.

Surplus Personal Property- Excess personal property no longer required by federal
agencies as determined by GSA.

Surplus Reimbursable Property - Surplus property from which agencies may retain a
portion of the receipts to cover their expenses related to the sale of such property.

Utilization -The identification, processing, reporting and transfer of excess personal
property among federal agencies.



Zero Environmental Footprint

GSA has set a goal to help the government achieve a zero environmental footprint (ZEF).
Personal property plays an important role in helping agencies move in that direction. The
reuse programs addressed in this guide provide direct benefits to our environment by
finding reuse for property initially identified as no longer needed in the original owning
federal activity. Although often not thought of in the same way, even sales is, in a manner
of speaking, a reuse program, albeit positioning property for reuse in the private sector.
Taken together, the overall property program emphasizes reuse, which is the best position-
ing of any excess or unneeded property. Proper use of the personal property program
should assist all agencies in achieving the waste reduction goal required by Executive
Order 13514, Federal Leadership in Environmental, Energy, and Economic Performance.

GSA has been leading government reuse of property since its inception in 1949. Some
have referred to Personal Property as the “original green program”.There is much more to
being a “green” program. GSA will continue to strive to lead the way in reuse of govern-
ment property, finding reuse and alternate use possibilities to reposition property taxpayers
have already purchased for government'’s use. Reuse provides the greatest environmental
benefit, as opposed to other sources of property. And reuse, in many definitions, is a form

of recycling: to alter or adapt for new use without changing the essential form or nature; to
undergo reuse or renewal; be subject to or suitable for further use.

So, now, our green theme for Personal Property...

Reuse is Recycling...

Personal Property Excess Utilization
(41 CFR 102-36)

Title 40, USC Public Buildings, Property, and Works, Subchapters Il and 111 (40 USC 521
through 559) and the Federal Management Regulation (FMR) require that executive agen-
cies, to the maximum extent practicable, fill requirements for personal property by using
existing agency property or by obtaining excess property from other federal agencies in
lieu of new procurements. Agencies that aggressively seek excess property for further
federal utilization save substantial amounts of procurement dollars.

Excess Property

Every kind of personal property purchased by the government may become excess prop-
erty. However, this guide applies to excess personal property only, not real property. Per-
sonal property does not include records of the federal government, and naval vessels of the
following categories: battleships, cruisers, aircraft carriers, destroyers and submarines.
Personal property items under the control of federal agencies become “excess” when de-



termined to be no longer required for agency needs by the agency head or designee. Upon
completion of internal screening, excess property is reported to GSA for possible transfer
and utilization by other federal agencies or authorized recipients.

Each executive agency is required by law in accordance with 40 USC 524(a) to:

(1) Maintain adequate inventory controls and accountability systems for property
under its control;

2) Continuously survey property under its control to identify excess property;
3) Promptly report excess property to the Administrator of General Services;
4) Perform the care and handling of excess property; and

5) Transfer or dispose of excess property as promptly as possible in accordance with
authority delegated and regulations prescribed by the Administrator of General
Services.

Each executive agency, as far as practicable, and in accordance with
40 USC 524(b) shall:

(1) Reassign property to another activity within the agency when the property is no
longer required for the purposes of the appropriation used to make the purchase.

(2) Transfer excess property under its control to other federal agencies and to organi-
zations specified in section 40 USC 321(c)(2) as follows:

U Mixed-ownership government corporations;
e The municipal government of the District of Columbia; and

e Arequisitioning nonfederal agency when the function of a federal agency
authorized to procure for it is transferred to the Administration.

(3) Acquire excess property from other federal agencies.

Who Can Acquire Excess Personal Property? (41 CFR 102-36.60)

The following are eligible to acquire excess personal property:

e Federal agencies (for their own use or their authorized contractors, cooperatives
and project grantees);

e  The Senate;

e  The House of Representatives;

e  The Architect of the Capitol and any activities under his direction;
. The DC government; and

*  Mixed-ownership government corporations (Eligible mixed-ownership govern-
ment corporations are those with combined government and private equity and are
listed in 31 USC 9101.)



How to Acquire Excess Property (41 CFR 102-36.90, 102-36.265)

The following methods of locating excess personal property are available:

(a)

(b)
(c)

(d)

(e)

Federal agencies, nonfederal recipients or surplus customers (i.e., SASPs and pub-
lic airports) may locate excess property using GSAXcess®; however, this site is not
intended for use by the general public. For more information about GSAXcess®, see
the related topic area in this guide or visit the website at www.gsaxcess.gov.

Submita “Want List” in GSAXcess®.

Check any available holding agency websites (see www.usa.gov for a list of federal
agencies’ websites).

Conduct on-site screening at various federal facilities. (The screening period for
excess personal property is normally 21 days.)

Contact GSA Personal Property Management (www.gsa.gov/ppmo) or local GSA
Area Property Officers (www.gsa.gov/apo) for additional guidance/assistance.

Requests for excess property are generally honored on a “first-come, first-served basis.”
In the event of competing requests, consideration is given to national defense require-
ments, emergency needs, equitable distribution, transportation costs, avoidance of new
procurement, energy conservation, transportation costs, and retention of title in the
government. Normally, GSA will give preference to the agency that will retain title in the
government. Requests for property for the purpose of cannibalization will usually be subor-
dinate to requests for use of the property in its existing form.

Direct Transfer Criteria (41 CFR 102-36.145)
Certain direct transfers of excess personal property may be made between federal agen-
cies without GSA approval in the following situations:

Excess personal property that has not yet been reported to GSA may be acquired,
provided the total acquisition cost of the excess property does not exceed $10,000
per line item. ATransfer Order (SF 122) must be completed for the direct transfer
and signed by an authorized official of the receiving agency. The receiving agency
must provide a copy of the SF 122 to the appropriate regional GSA office within 10
workdays from the date of the transaction.

Excess personal property that exceeds the $10,000 per line item limitation may be
obtained, provided the requesting (or receiving) agency contacts the appropriate
regional GSA Personal Property Management Office for verbal approval of a pre-
arranged transfer first and prior to actual transfer action. The requesting agency
must annotate the SF 122 with the name of the GS A approving official and the date
of the verbal approval, and provide a copy of the SF 122 to GSA within 10 workdays
from the date of the transaction.

Excess personal property may be obtained directly from other federal agencies
without GSA approval when the other agency has statutory authority to dispose of
such excess personal property and your agency is an eligible recipient.

Activities eligible to acquire excess property are subject to the requirement to pay
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reimbursement costs for excess personal property received under a direct transfer
as required in the “Shipping and Transportation Costs” and “Reimbursable Trans-
fers” sections below.

Shipping and Transportation Costs (41 CFR 102-36.75(a))

Transfers between federal agencies are normally made without charge for the property
itself except as indicated in the next section entitled “Reimbursable Transfers.” However,
the requesting agency is responsible for shipping and transportation costs. Where ap-
plicable, the requesting agency may be required to pay costs for packing, loading, and any
costs related to the dismantling of the property when required for transportation purposes.

Reimbursable Transfers (41 CFR 102-36.75(b))

Holding agencies may be reimbursed for transfers of excess property when:
¢ Reimbursement is directed by GSA.

e The property was originally acquired with funds not appropriated from the general
fund of the U.S.Treasury or appropriated therefrom but by law reimbursable from
assessment, tax, or other revenue and the holding agency requests reimburse-
ment. It is executive-branch policy that working capital fund property shall be
transferred without reimbursement.

e The property was acquired with appropriated funds, but reimbursement is required
or authorized by law.

e  Therequesting or the holding agency is the U.S. Postal Service (USPS).

e  Theacquiring agency is obtaining excess personal property for use by a project
grantee that is a public agency or a nonprofit organization and exempt from taxa-
tion under 26 USC 501.

e Theacquiring or the holding agency is the DC government.

e Therequesting agency or the holding agency is a wholly owned or mixed-owner-
ship government corporation as defined in the Government Corporation Control
Act (31 USC 9101-9110).

GSAXcess®

GSAXcess®is atotally Web-enabled platform that authorized customers can use to
report, search and select property. This “real-time” system provides authorized users a
means of electronically reporting excess personal property to GSA and is a source for
searching and selecting excess property available for transfer. Excess reports are posted
through GSAXcess® instantaneously, and batch excess reports are processed during an
overnight cycle. Property is organized into user-friendly commodity groupings for ease in
screening and making selections. The commodity groups are based on the Federal Supply
Class (FSC) assigned to each item as reported in GSAXcess®.
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Property can also be viewed by state/territory and users can also easily view unused prop-
erty available for transfer or donation.

GSAXcess® users require a user ID and password in order to use GSAXcess® The proce-
dures for acquiring access to GSAXcess® vary with respect to the following entities and
user needs:

Federal Employee Requiring Search Only Access — Register online at www.gsaxcess.
gov. Once registered, the prospective user will receive an e-mail that will provide “Search
Only” access to GSA's worldwide inventory of excess and surplus property.To use this
option, your e-mail address must end in “.gov” or “.mil".

Federal Employee Requiring “Report and/or Search and Select” Access - Process
request through National Utilization Officer (NUO) or contact local Area Property Officer
(APO), as appropriate. (Note: Internal permission levels for GSAXcess® user access vary
among federal agencies.)To locate applicable NUO or APO points of contact, visit www.
gsa.gov/nuo or www.gsa.gov/apo, or call the GSAXcess® Help Desk at (866) 333-7472.

DoD Employee, DoD Contractor or National Guard Requiring “Report and/or Search
and Select” Access - Process user requests through your respective Accountable Property
Officer, DoD Contracting Officer or National Guard Bureau/U.S. Property and Fiscal Officer
(USP&FO). If assistance is required, contact the GSAXcess® Help desk at (866) 333-7472.

Other Federal Contractor Employees and Nonfederal Recipients Requiring “Re-
port and/or Search and Select Access” — Process request through National Utilization
Officer (NUO).To locate the applicable NUO, visit www.gsa.gov/nuo or call the GSAX-
cess® Help desk at 1 (866) 333-7472.

State Agency for Surplus Property (SASP) Requiring “Search and Select” Ac-
cess - Send request to gsaxcess@gsa.gov. If necessary to submit request by letter, mail
t0: 2200 Crystal Drive, suite 706, Arlington, VA 22202.

GSAXcess® User ID Request Content Requirements — In many agencies, access to
GSAXcess®can be granted by the NUO. All access requests sent to GSA must be made
by one of the following entities by letter or e-mail.

¢ National Utilization Officer (NUO);

e DoD Accountable Property Officer or Supply Officer;

e DoD Contracting Officer;

e  National Guard Bureau or U.S. Property and Fiscal Officer (USP & FO) or autho-
rized representative; or

e  State Agency for Surplus Property (Director).

The letter or e-mail must also state that the author is requesting a user ID for himself, her-
self, or other individuals within his or her organization. Letter requests must be submitted
on the activity's letterhead with the correct mailing address, commercial phone number,
e-mail address and Activity Address Code (AAC) for each individual requiring GSAX-
cess®access. E-mail requests for DoD employees, DoD Contractors or National Guard
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units must be from a “.mil” e-mail address. However, all requests must include the type of
access needed (e.g., “Report Excess Property”, “Search/Select”). Send e-mail requests
to gsaxcess@gsa.gov. If necessary to submit request by letter, mail to: 2200 Crystal Drive,

suite 706, Arlington, VA 22202.

For more information about GSAXcess®, visit www.gsa.gov/gsaxcess

Reporting Excess Personal Property to GSA
(41 CFR 102-36.215 and 102-36.220)

Generally, all excess personal property must be reported to GSA, regardless of condition.
This includes excess personal property to which the government holds title but is in the
custody of federal agency contractors, cooperatives, or project grantees. (Note: Excess
contractor inventory is contractor-acquired or government-furnished property to which the
government has title, is in the possession of or available to a contractor or subcontractor,
and exceeds the amounts needed to complete full performance of the contract.)

There are three ways to report excess property:
e GSAXcess®is the preferred method of reporting excess.

e Customers without Internet access may submit a “Report of Excess Personal Proper-
ty” (SF 120) to their respective regional GSA Personal Property Management Office.

e  The “batch method” is used by activities that have inventory systems that retain
excess property data and have a high volume of property to report. This method
requires agency electronic records so they can be read by GSAXcess®.

For commodities with special reporting/handling, see the “Property with Special Handing
Requirements” section.

Descriptive Information and Pictures (41 CFR 102-36.235)

A good, comprehensive description of available property is the best way to ensure its quick
disposition. Inadequate or inaccurate descriptions result in follow-ups to obtain correct
(and necessary) information, delays to the disposal process, and, often, lost opportunity
for quick disposition by transfer or donation. Each item entered into GSAXcess® (or Block
18B of the hardcopy SF-120) should be described in commercial terms and in sufficient
detail to permit transfers or sale without further reference to the holding agency.

You must provide the following data on excess personal property:

1) The reporting agency and the property location;

2) A report number (six-digit activity address code and four-digit Julian date);
) Four-digit Supply Class (use National Stock Number whenever available);
4) Description of item, in sufficient detail;

(
(
3
(
(5) Quantity and unit of issue;
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(6) Disposal Condition Codes (41 CFR 102-36.240);

(7) Original acquisition cost per unit and total cost of all units (use estimate if original
cost not available);

(8) Manufacturer, date of manufacture, part and serial numbers, when required by
GSA; and

(9) Review and provide the following additional information on your report of excess,
when appropriate and where applicable:

(a) Major parts/components that are missing;

(b) Ifrepairs are needed, the type of repairs;

(c) Special requirements for handling, storage or transportation;

(d) The required date of removal due to moving or space restriction;

(e) Ifreimbursementis required, the authority under which the reimbursement is
requested, the amount of reimbursement (fair market value if known) and the
appropriate fund code to which money is to be deposited; and

(f)  The Sales Center that your agency selected to conduct the sale of reported
property if it is not transferred or donated; or indicate that your agency has
an approved waiver.

Pictures also provide a great way to advertise excess property, as GSAXcess® has the ca-
pacity to upload digital photos. Customers can e-mail (or mail) digital photographs to GSA
for display on GSAXcess®. Instructions are located at www.gsa.gov/xcessphotos.

Disposal Condition Codes (41 CFR 102-36.240)

When property is reported online, the condition of property is reported using the simplified
text underlined below. When property is reported in batch, the condition of property is re-
ported using the disposal condition code shown below as a one-position number or letter.
After property is reported, it is displayed in GSAXcess® with the one-word text only.

1 NEW/UNUSED — Property in new or unused condition that can be used immediately
without modifications or repairs.
USABLE — Property that shows some wear but can be used without significant repair.
REPAIRABLE — Property that is unusable in its current condition but can be economi-
cally repaired.

X SALVAGE — Property with value in excess of its basic material content, but repair or reha-
bilitation is impractical and/or uneconomical.

S SCRAP — Property that has no value except its basic material content.

Excess Property Not Required to be Reported to GSA
(41 CFR 102-36.220)
Holding agencies are not required to report the following types of excess personal property
to GSA for screening:
(1) Property determined appropriate for abandonment/destruction (41 CFR 102-36.305);
(2) Nonappropriated fund property (41 CFR 102-36.165);
14



(3) Foreign excess personal property (41 CFR 102-36.380);
(4) Scrap, except aircraft in scrap condition (41 CFR 102-36.340);

(5) Perishables, defined for the purposes of this section as any personal property
subject to spoilage or decay (41 CFR 102-36.220);

6) Trading stamps and bonus goods (41 CFR 102-36.220);

(
(7) Hazardous waste (41 CFR 101-42);

(8) Controlled substances (41 CFR 101-42);

(9) Nuclear Regulatory Commission—controlled materials (41 CFR 101-42);
(

(

N
(=]
~

Property dangerous to public health and safety (41 CFR 101-42); and

Classified items or property determined to be sensitive for reasons of national
security (41 CFR 101-42).

N
—_
~

Reporting Points and Regulatory Guidance for
Certain Items Requiring Special Processing

Report ExcessTo 41 CFR Excess 41 CFR Donation

Type of property GSA Regional Office = Reference Reference
Aircraft' San Francisco 102-36.340 102-37.225
102-37.230
102-37.460
Animals? Philadelphia 102-40.145 102-40.145
Firearms?® Denver 102-36.375 102-40.170
Foreign Gifts Central Office 102-36.420 102-42
102-42
Forfeited Property Washington, DC 102-41 102-41
Standard Forms FortWorth 102.36.125(b) None
Vessels, Civilian* Atlanta 102-36.470 102-37.225
102-37.230
102-37.455
102-37.460
Vessels, DoD* Philadelphia Same as

for civilian vessels
Note: See www.gsa.gov/ppmo for GSA Regional Personal Property Management Office
addresses.
Footnotes

(1) AIRCRAFT - Special terms, conditions, handling and documentation apply for donation of aircraft (FSCs
1510 and 1520).

(2) ANIMALS - Special terms, conditions, handling and documentation apply for certain animals.

(3) FIREARMS - Special terms, conditions, handling and documentation processing is required for the dona-
tion of firearms in FSCs 1005 and 1010 with a Disposal Condition Code of “4” or better only.

(4) VESSELS - Special terms, conditions, handling and documentation processing is required for the dona-
tion of vessels 50 feet or more in length, with an acquisition cost of $5,000 or more.
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Computers for Learning (CFL) Program
(41 CFR 102-36.475)

The Computers for Learning (CFL) program places computers in classrooms and prepares
children to contribute and compete in the 21st century. The CFL program allows transfer of
excess federal computer equipment to schools and educational nonprofit organizations,
giving special consideration to those with the greatest need.

Authority

The CFL program implements Executive Order (EO) 12999, “Educational Technology:
Ensuring Opportunity for all Children in the Next Century.” EO 12999 directs federal agen-
cies to give “highest preference to schools and nonprofit organizations in the transfer of
educationally useful federal equipment.” The order defines “educationally useful federal
equipment” as “computers and related peripheral tools (e.qg., printers, modems, routers
and servers), including telecommunications and research equipment, that are appropriate
for use in pre-kindergarten, elementary, middle or secondary school education. It shall also
include computer software, where the transfer of licenses is permitted.”

Transfer of computers and other educationally useful federal equipment to schools or
eligible nonprofit organizations can take place either as a direct transfer by the agency or by
reporting the item to GSA for donation to an eligible recipient through a transfer to a SASP.

Direct transfers are authorized by law thr